Outlook — An Overview

This document has been developed to assist GroupWise users to convert to using the Outlook email
client. Much of the content of this document came from a training document developed originally by C.
Matthews at the USC Department of Computer Science and Engineering.

This document is intended to cover the basics of using Outlook. Another document will be made
available that will cover other functions within Outlook. Neither of these documents is intended to
make the wuster. an ‘expe

Email Privacy and Security

Unlike GroupWise, sending an email using Outlook is very much like sending a postcard. Itis NOT
private. Whether it is located on the email server or has been moved to an archive, the email can be
read by anyone who has access to the storage location. Therefore, it should NEVER contain sensitive
information, such as SSNs.

Viruses and Spam

Outlook has a higher level of virus protection that previous versions of Outlook, but it is far from perfect.

Always use caution when opening attachments. Opening an attachment is the easiest way to get a virus
through email. It has happened to folks throughout the USC system including people here at USC
Sumter.

Email backups

Backups of the university email servers are regularly done, but these backups are for disaster recovery
only and not for retrieving accidentally lost emails. Outlook provides users with multiple chances for
email recovery if the email is less than a month old. Deleted emails that cannot be recovered through
the means provided by Outlook WILL NOT be recovered by CSD or UTS.

Outlook Password

Your Outlook userid and password is the same as your network userid and password. You can change
your password through VIP. Please note: your VIP password IS NOT the same as your network
password.

Using Outlook
Click on the OutLook icon on your desktop. Unt i |  GroupWi se is fully
see:

Choose Profile x|
Prafile Mame: INI:I'\-.-'E" Default Setkings]| ;I e, ., |

Ik I Zancel | Cpkians :=-:=-|
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Click on the down arrow to the right of Novell Default Settings until you see USC Exchange, then click
OK. You can also use the Down arrow key on the keyboard.

Choose Profile x|

Profile Mame: |L|5C Exchange| | Hew..

Ik I Zancel | Cpkians :=-:=-|

Once the Groupwise email client is removed from your system, you will no longer see this screen.

Y o uthen ske the login screen:
Connect to CAE145EVSPO3.¢ 7] x|

e

Connecking ko CAE145EYSPO3.ds.50.edu

User name: | € ds\sumttest - J

Password; I

Ik I Cancel |

In the username field, your username must be in the ds\username format. Then put in your password in
the appropriate field. Outlook will then open, and you should see a window similar to the following:
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On the left is the Navigation pane. In the middle is the Display pane, and on the right, when viewing an
email (Mail View), is the Reading pane. When Outlook is first opened, it is in the Mail View.

The Navigation P

ane.

In the Navigation pane is a list of folders for use in organizing email. At the bottom of the Navigation

pane are buttons to open frequently used features of Outlook, including Mail, Calendar, Contacts, Tasks

Notes, and Folder List. At the very top of the Navigation pane is the header which shows the view

currently selected. In the above, it is the Mail view.

I n the

Navi g a ttwogroupp Ravorée, Foldgroand MaillFoldsre

Mail Folders is a listing of all folders in your email. Users can add any folder to the Favorite Folders
group to help make accessing these folders easier and quicker. Simply right click on the folder desired

and sel

ect

“Add

t o

adds or removes a pointer to the folder.

Outlook Email Folders
Inbox contains all received email.
Sent Items contains all sent mail.

Outbox contains messages that are waiting to be sent. This folder will usually be empty;

Favor.i
Adding or deleting a folder from the Favorite Folders group does not move or delete the folder, it simply

t e

Fol

der s”

The

however, if the exchange system is busy, or if you have selected the caching mode, it
may contain some items that have not yet been sent by the server.
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Drafts contains items that the user may be still working on. This is the same as the Work in
Progress folder in GroupWise.
Deleted Items contains deleted items.

Other folders, such as your Cabinet file and associated subfolders which you had in your Groupwise
email will also be displayed in that file list. Once your Groupwise archive is migrated to a format useable
by Outlook, that will also be available to you.

In the Navigation pane,yo u ' | | noti ce a horlistaf mail foldets fron ahe butsoesp ar at i n
at the bottom of the pane, as shown below:

[~ Inbox - Microsoft Outlook -aXx
‘ file Edit View Go Tools Actions Help Type & question for help =

iaiNew - i B3 X | EaReply (@ Reply to All (o Forward | BE ¥ | &4t | [l send/Receive - [ | Bl Search addressbooks v | @ B

Mail « ||[3 Inbox Search Inbox ERIr
Favorite Folders 2 |4 D @ From Subject Received Size Categories b ‘
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ﬁ Calendar This message was sent with Low importance.
- Sent Tue 9/16/2008 11:18 AM
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C Dpraaacnse (803) 938-3839
[®] Shorteuts
AT -
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This can be dragged down to provide more room for the folder list. Buttons that are not displayed will
automatically become icons at the bottom of the Navigation pane, similar to the following:
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Clicking on one of the icons or buttons at the bottom of the Navigation pane will open that view. Right
now, the Mail View is still selected.

Clicking on the small down arrow at the bottom right of the Navigation pane will bring up a menu that
will allow configuration of which buttons/icons are displayed.

In this document, it is assumed that the buttons have been pulled down to the point where only icons
are available.

If a folder in the Navigation pane folder list has a small + sign to the left of the folder, it indicates that
folder has sub-folders.

To see the contents of a folder, simply click on the folder. Any emails contained within that folder will
be listed in the Display pane and the selected message will be displayed in the Reading pane. In the
above example, the Inbox folder is selected (as shown at the top of the Display pane) and the Reading
pane displays the email contents. As you can see in the above window, the Display pane lists one
message and the contents of the message is displayed in the Reading pane.

If you are using Outlook2007, you can ‘minimize’ t he Navigation p
Display pane and Reading pane. Simply ¢l i ck on t he <! symbol i n t he
Navigation pane and it will minimize to the left hand side of the window, similar to the following:
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To open it back up, simply c¢click on t #e Youcarr'’
also minimize or maximize the Navigation pane by clicking on View, then pointing to Navigation pane.

From the pop-up menu, select Normal, Minimized, or Off.
If you are using Outlook 2003, you do not have the minimize option.

With either Outlook 2003 or 2007, you can change the size of the Navigation pane by dragging the
vertical separation bar to the left or right, thus changing the size of the Display and/or Reading pane.

The Display Pane

When the Mail view is selected in the Navigation pane, the Display pane contains a list of emails
messages within the folder selected. When in the Mail view, the Display pane is often called the
Message pane because it contains this list of email messages. In other views, the Display pane will
contain other information appropriate to those views. That will be covered in the portions of this
document concerning those other views.

You can select to have Outlook arrange the email list by groups. For example, below is a listing of
emails that are not grouped, but simply arranged by date (newest at the top):

sy mb
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To show the email list in the Display pane by groups, simply right click on the Arrange by Date bar near

t he s e | -epintnu, 4nSthedisvywili n

top

of t he
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change to be similar to the following:
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THOMPSON,II, BOB
Sent Sat9/13/2008 10:16 AM
To:  Willams, Marchetta; Britton, Suzette; THOMPSON, III, BOB

| »

I need a complete list of all faculty on
this campus. In the list, I need to know:

a. Is the person adjunct

b. 1Is the person full-time (or
tenure-track or whatever not adjunct is)

c. What is the status of: John
Logue, Charlie Cock, Charlie Denny, and any
other retired faculty who are still on
campus .

I need this information as scon as possible
in order to set up email groups for use
when we all at USC Sumter migrate from
GroupWise to Exchange in October.

Bob Thompson

UsCSumter

Computer Services Director
(se3) 038-3830

-

Date: Two Weeks Ago

£ Online with Microsoft Exchange
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As you can see, the Display pane listing is now grouped according to when the email was received. To
change it back to an ungrouped list, simply right-c | i ¢ k o n
The display wil!/l r

Groups

There are other display sorting options available that you can try to see which you prefer.

Mailbox Main Display Appearance
Some people like the Outlook display as shown in the previous figure. However, others like it to appear
in a different format. As mentioned earlier, the Navigation pane can be minimized or made smaller. In
addition, the Reading pane can be moved to below the Display pane instead of to the right or can even
be turned off entirely. To select one of these options, click on View, then point to Reading Pane, then
make your selection from the pop-up menu. If you select Off, you will have to double click on a message

to open it for reading.

Mailbox size

t he Arrangehobiy Dat e

eturn to

t he

USC faculty and staff are allocated 300Mb of email storage. All emails are stored on servers in
Columbia; nothing is stored here except for archived emails (covered later).

previous

To find out how much storage you are actually using, click on the Folder List icon toward the bottom of

the Navigation pane:
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-
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The Navigation pane will change to include an area below the folder list similar to the following:

l
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Folder Sizes

Data File Management...
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Click on Folder Sizes. You should see the following:

Folder Size 2 x|

Server Daka |

Folder Mame: Mailboy - EMAILTEST, USCSIIMTER.

Size (without subfolders): 0EE

Total size (including subfolders): 12 KB
Subfolder | Size Tokal Size |;
Calendar 2KEB 2KEB
Contacks OKE OKE
Deleted Items 1EKB 1EKB
Drrafts OKE OKE
Inbox G KB G KB
Journal 0 KE OKE __ |
Junk E-mail KB KB
Junk E-maill QKB QKB
MNotes OKE OKE
Outhox 0 KE 0 KE ;|

This display provides the following information:

e The mailbox name (should be your name). In this example, it is EMAILTEST, USCSUMTER

e Size (without subfolders) is the size used by the name folder (all other folders including
the Inbox are subfolders of this main folder).

e Total size (including subfolders) is the total size used by all emails within your mailbox.
It includes all the subfolders listed in the folder list pane. This is the one you really need
to pay attention to. Once it gets to 300,000KB, you can no longer send emails until it is
reduced. If it reaches 400,000KB, you can no longer receive or send emails.

e The size used by emails within each of the folders is listed within the folder list pane.

Click on Close to close the window.
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Then click on the Mail icon at the bottom of the Navigation pane to return to the original display.

Deleting Items

You can delete any item listed in the main Outlook Display pane simply by highlighting the item, then
clicking the Delete (X) button on the menu bar. The items will be moved to the Deleted Items folder and
will remain there for 7 days. After that, they will be recoverable for another 30 days (See the next
section - Recovering Deleted Messages)

To permanently delete a message WITHOUT THE POSSIBILITY OF RECOVERY, highlight the message, hold

down a Shift button and press the Delete key. Permanently deleting a message will eliminate any

chance of recovery of the message. It will bypass the Deleted Items folder and will not be listed in the

Recover Deleted Items list. IT WILL NOT BE RECOVERABLE. Itisbest not to use this opti
absolutely sure this is what you want to do.

Recovering Deleted Messages
Outlook/Exchange gives you multiple chances for recovering deleted emails.

First, if the message is in the Deleted Items folder (within 7 days of being put in the folder), it can be
moved back into any other folder.

Second, you can use the Recover Deleted Items option. This will work on an item that has been deleted
for up to 30 days. Click on the Deleted Items folder, then click Tools, and select Recover Deleted Items.
A new window will open with a list of emails available for recovery.
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® Recover Deleted Items From - Dele —10] x|

Deleted Cn
This is besk 1 312 AM Bob Thompson

1| | 2

There are three icons at the top left of the window. You can point the mouse cursor to each of the
icons to see what they do. The first icon lets you Select All the messages in the list. The second icon lets
you Recover Selected Items. The third icon lets you Purge Selected Items.

To recover a deleted item, highlight the item in the list, then click on the Recover Selected ltems icon.
This will then move the selected item(s) back into the Deleted Items folder. Then you can move them
from there to any folder you want.

Iltems that have been deleted longer than 30 days are not recoverable by any means.

Sending Messages
There are several things to be aware of concerning composing and sending email messages using
Outlook.

Email Message Formats

HTML

The default email format for Outlook is HTML. This format allows for various backgrounds, nice text
formatting and easy inclusion of images in the body of the email. However, the HTML format is the
most insecure of the available formats and is the format most likely to carry a virus. HTML formatting
also creates a message that is larger than the same message formatted in plain text. However, for a
number of different reasons, the recipient of an email may not be able to view images embedded in the
email, and the result may make it difficult for the recipient to read your message due to the clutter
caused by unreadable images. It is recommended that images be sent as attachments.

Rich Text

Messages can be formatted as rich text, but many email clients are unable to read this format. In other
cases, some email clients may be able to read the message, but not be able to open attachments that
may be sent with rich text messages.

Plain Text (recommended)
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Plain text messages can be read by all email clients. Itis more secure than HTML, but the text cannot be
formatted in the more fancy manner of HTML messages and images cannot be included in the body of
the message.

Email Security

At present, the Exchange system within USC is unable to encrypt email messages. The processes for
providing this capability are still being evaluated. So it is necessary to keep this in mind. Unlike the
GroupWise email system used at USC which automatically encrypted any email sent to any other
GroupWise user within USC, Outlook/Exchange does not encrypt anything at this time. Email messages
stored on the server, and email messages that are archived can be read by anyone who may have access
to them. In fact, archived emails cannot be encrypted at all. While access to emails stored on the server
is quite limited, archives may not be. Furthermore, the security of any email sent to anyone outside the
USC system is unknown, so you should assume that it is not secure. Therefore, you should not include
sensitive information in any email to anyone.

Selecting the Default Format
At the main Outlook display window, click on Tools, then click on options. When the Options windows
appears, click on the Mail Format tab. You should see the following:

2] x|

Preferences I Mail Setup  Mail Format ISpeIIing I Ckher I Celegates I

Message Formak

-

hoose a Format For oubgoing mail and change advanced settings.
Compose in this message format:

Internet Farmat. .. Inkernational Cptions. .. I

HTML Formatk

W Reduce the File size of the message by removing Formatking information
that is nok necessary to display the e-mail message

[¥ Rely on €55 For Font Formatting

I Sawe smark kags in e-mail

Skationery and Fonks

‘ Use skationery to change wour defaulk Font and skvle, change colars, and
AE add backgrounds to wour messages,

Stationery and Fonts. .. I

Signatures
(_; Create and edit signatures For oubgoing messages, replies and forwards,
b Signatures... I
Editor options
J Change the editing setkings For e-mail messages.
g Editor Options. .. I

Cik; I Cancel I e | I

In the message format area field, click on the down arrow to the right of the field and select either
HTML, Rich Text, or Plain Text (recommended). The Internet Format button lets you opt to convert to
HTML format any rich text emails that you send to internet recipients.



Click the Stationary and Fonts buttontoc hoos e a

in which your emails will be automatically formatted.

Composing and Sending Messages

‘“t heme’ w h

When at the main Outlook display, click on New in the upper left corner of the window.
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& Deleted tems (883) 938-3839
7| Drafts
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I f you’'re

u s ioalsee hearfollbwing k

2007, vy

/Dr_D (= R Untitled - Message (Plain Text) - Bx
(0
a
Message | Insert Options Format Text @
f Cut i | [ = | 1 = % Permission -
: [Aaf=-=d=) BB & 0 9 @& M 4 ¥ 4
=3 Copy ¥ High Importance
Paste [z oA l===| ||| Address Check | Attach Attach Business Calendar Signature | Fallow Spelling
# Format Painter = — || Book Names File  Hem Card - - upr | & LowImportance -
Clipboard {F] Basic Text Names Include Options i || Proofing
To. | [
=1
Send Lo I
Subject: |
g
a
-

Outlook2007uses a new

or on by clicking CTRL-F1.

I f you’'re using Outl ook

“Ri bbon”

tool bar

2003, you w

p a nc@mimand tabs
It is similar to the Ribbon bar used in the other Office 2007 applications. You can turn the Ribbon bar off
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: File Edit Wew Insert Format  Tools Table  ‘Window  Help Type a question for help » X
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[ 1o, | |
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Subject: | |
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To compose a message, first click on the To button. This will bring up the Global Address List display:

Select Mames: Global Address List x|
Search:  Mameonly ¢ Morecolumns — Address Book
I 50 | |GI|:||:|aI fddress List _~| Advanced Find
I Marme | Title: | Business Phone | Locatior

§ 002 MAC, CAS G

& 003 MAC, CAS G

3 003 PC, CAS G

8§ 01 FORD TAURUS, USCE

g 06 Van, USCE

§ 107 COMFEREMCE ROOM, FOUM,

& 150PC, CAS G

£y 1Card

€, 15TYRENY [A03) 777-6296

9& ZSERYIMNG -

;I l

e |
Bro -> | I

oF Cancel |

A list of names that match will be displayed:

14
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Select Names: Global Address List x|
Search: * Mameonly ¢ More columns  Address Book
ItthpSDn G0 | |Global Address List =] advanced Find
I Mame | Title: | Business Phone | Location | E-mail Address

& THOMPSOM II, JAMES OMP323@mailbo:.sc.e
& THOMPSOM II, LUTHER 5034732441 THOMPSLC@mailboze. sc.ed:
& THOMPSOM I, TIMOTHY 5039966574 THOMPS4S@mailbo:.sc.ed:
& THOMPSOM III, CLAYTON A THOMP378@mailboz.sc.ed
& THOMPSOM IIL, JERRY 6105001784 THOMPZSE@mailbo:.sc.ed.
& THOMPSOM III, JOHM 5033731124 THOMPS3S@maibozx.sc.ed:
& THOMPSOM IV, JOSEPH THOMPSEE@mailbo:.sc.ed:
& THOMPSOM JR, CHARLES 5034472355 THOMPSOB@mailbox. sc.ed
& THOMPSOM IR, JAMIE 032086780 THOMP363@mailboz.sc.ed
& THOMPSON, ALEXIS & THOMPS43@mailboz.sc.ed.
§ THOMPSOM, ALLISON 5036390180 THOMPZ?3@mailbox.sc.edy
& THOMPSOM, AMANDA B642695760 THOMPSFE@mailbo:.sc.ed:
& THOMPSOM, AMANDA 8643509146 THOMPSAME@maibosx.sc.ed +
| >

Y
—
IQ L=]
' '
W W

Bre -=

o Cancel |

7

Please note that the names are displayed according to the way the HR office has entered the name in
the system. There is nothing that USC Sumter CSD can do to change that. You may have some options
through VIP.

You can search by name only or, if you have Outlook 2007, you can have the system search through
more columns of information. For example, if ‘More columns’ is selected, you could then type in
uscsumter” and click on Go. The displ ay

wo ul

d

t



that have uscsumter as part of the name, such as: USCSumter Admissions.

- Global Add

Select Names: Search Pesults

X|

16

search:  Mame only

* More columns

Address Book

Iuscsumter

G0 | ISearch Results - Global Address ;I Advanced Find

E’,i CeansOffice, LISCSumI:er

& EMAILTEST, USCSUMTER

£ Police Cffice, USCSumter

g SGEA, USCSUMTER

E’,i Student Government, USCSumter
£ USCSUMTER, Admissions

£ USCSumter, Arshworkstudy

£ USCSumter, BADMworkstudy

| Business Phone Locatiar

JSCSumber Deans Office Te... (803) 935-3721

(803) 955-3755

IJ3CSumber Student Govern, ..,

(803 938-3762
S Sumber Arks Workstudy
BADM workskudy

E’& UScCSumker, Humanities Generic USCSumter Humanit, ., none
E’,i LISCSumterJ Inskitukion Institutional Research Work, .. -
1 | »
| | THOMPSON, 111, OB
Bcc -= | |
(04 Cancel |

&

KERXXXNOTE*****: |t will not find
bobt@uscsumter.edu.

"re usi

ng

names that have USCSumter in the email address, such as:

Outl ook 2003, you will not

Note that, in the above list, some names have one type icon, and some have another. Those names that

have the following icon gh' or

“ are names that are GroupWise addresses. These will eventually be

deleted when the GroupWise system is deactivated. The names that have the icon g such as
ADMISSIONS, USCSUMTER or SGA, USCSUMTER are Exchange account addresses. Exchange account
addresses also usually have all CAPS in the name, whereas most GroupWise account addresses have
both UPPER and lower case letters in the name.

Once you find the name of the recipient, click on the To: button. You can have multiple names in the To
block. You can also send copies of the email to others by using the CC block using the same method of
entering names. You can also include names in the BCC block. If the BCC block is not displayed, you can
click on the Options tab, then click on Show BCC to include the BCC block. Once the names have been

entered, click the OK button.

Once the recipient’s names have

been entered and the Select Names window has closed, tab to the

Subject field and type in the appropriate information. Then tab to the message field and compose your

email.

have

t


mailto:bobt@uscsumter.edu
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Attachments

To attach a file to an email, simply click on the Attach File icon on the Ribbon bar, then select the file you
wish to attach. To attach another email, simply click on the Attach Item icon, then select the item you
wish to attach.

By default, Outlook blocks potentially unsafe attachments, including files ending with .bat, .exe, .vbs,
and .js. These are file types that might contain viruses. If you try to attach such a file to an email, you
will be asked whether you want to send a potentially unsafe attachment. In addition, many email
firewalls now block attachments considered to be unsafe. It may be necessary to use WinZip or another
similar program to include attachments that may otherwise be blocked by firewalls. If you send an
attachment to someone and find out that attachment has been blocked, please keep in mind that there
is nothing that CSD can do to change that.

Once a file is attached, the file name(s) will appear in a small field just below the subject field. If you
decide to remove an attachment, you can simply click on the attachment name and press Delete.

Setting the Message Importance

Before you send a message, you may want to change the Importance Level of the message. Routinely,
Outlook sets the Importance Level to normal. On the Ribbon bar or Tool bar, you can click on High
Importance or Low Importance. Whatever you select will be highlighted. Clicking on the highlighted
selection will reset the Importance Level to normal.

When a High Importance message is received, the recipient will see an Exclamation Point icon in
the message listing in the Display pane.

When a Low Importance message is received, the recipient will see a Down Arrow icon in the
message listing in the Display pane.

At this point, you are ready to either send the message or save it as a draft.

Saving a Draft

Whenever you are ready to save the email as a draft, simply click on the X in the upper right corner of
the message window. You will be asked if you want to save the changes. Click on Yes and the message
will be saved as is in the Drafts folder.

Sending the Message
When you have set the importance, attached any files, composed the message and addressed it to
any/all concerned, simply click on the Send button on the Ribbon bar.

Please keep in mind that there are hundreds of thousands of email messages each day that come into
and go out of the USC system. There are occasions when email delivery may be delayed due to volume
or other problems.



Receiving emails
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When an email is received, it will be listed in your Inbox. Click on it once to view the message (if you
have the Reading pane displayed), or double click the message to open it in a separate window.

If the email contains an attachment, the Inbox listing will have a paperclip icon next to the message.
Depending upon the arrangement of the Display pane, the paperclip may be located on the left or the

right of the message display.

Mail «

L Inbox

Favorite Folders

¥r

[ Inbox
0 Unread Mail
= SentItems

LA, I;j/ﬁ\(mm Subject
WDMPSDN,DI,
I8 = THOMPSOMILI, ... Low Importance

= THOMPSOMIL, ...

Test for Low Importance

Mail Folders

B

i

.~ THOMPSOMIL, ...

This is a test message

When you click on the email that has an attachment:

|~ Inbox - Microsoft Outlook
EEHe Edit View Go Tools Actions Help

iadNew v i 23 X | ChReply (i Replyto All i Forward | S5 W | & | [ send/Receive ~ [5 | M Search address books v | @)

- =X

Type a question for help -

= %& Mailbox - EMAILTEST, USCSUMTER
&l Deleted Items
7 Drafts [3]
B Inbox

=
Mail « |2 Inbox Search Inbox 2~ ‘ £
Favorite Folders = || Y4 /B From Subject Received size Categories v ‘
[ Inbox 7 THOMPSON,T, ... Sun 10/13/2008 9:38 AM & KB
o Unread Mail 3 (= THOMPSONI, .. LowImportance Tue 9/16/2008 11:18 AM 987 B
[ SentItems (= THOMPSOMNJL ... Testfor Low Importance Tue 9/16/2008 11:15 AM 987 B
Mail Folders 2 (= THOMPSOML .. This is a test message Mon 9/15/2008 4:03 PM 10126
2] All Mail Items -

4 Junk E-mail
(i@ Junk E-maill

[ Outbox THOMPSON,II, BOI
[ RSS Feeds Sent: Sun 10/3277605 9:38 AM
5 Sentltems To! EM ST, USCSUMTER

[ Search Folders
=3 Archive Folders

M4 Me;sa%e | sampleznnef\les {5 KB} )

3P | Fold
o 3 Personal Folders With an a ment

Bob Thompson

= i Rre R SN N S USC Sumter CSD Director

g

-

4 Ttems

£3 Online with Microsoft Exchange

or double-click on the email that has an attachment
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’ "’;\. = 2 ¥ |5 Untitled - Message (Plain Text) =
‘) _
= Message L2

T ; _ = B B4 Find €71
] 3] X By [ é%? Safe Lists - ‘?P' E
e & = = = & safelis - | [y B4 || oy peed - &7
Reply Reply Forward | Delete Moveto Create  Other Block ot lon Categorize Follow Mark as Send to
to All Folder~ Rule Actions = || Sender - Up~ Unread || ki Select = OneNote
Respond Actions Junk E-mail [ Options (F] Find OneMote
From: THOMPSON,III, BOB Sent:  Sun 10/12/2008 9:38 AM
To: EMAILTEST, USCSUMTER.

Co
Subject: /\

| Message | @ samplezonefiles (5 KB} )

With an atﬁthm%_/

Bob Thompson
USC Sumter CSD Director
(883) 938-3839

[ »

-

the attachment will be listed. In some cases, you can click on the attachment and it will display. In

other cases, you may get an error message indicating that there is no viewer available for the type
attachment . You' I I then have to select the
experience this, it is usually best to save the file to a location on your system and try to open it later. In
some cases, it may be that you do not have the software available to open the attachment. If that is the
case, you may have to request that the email be resent with the attachment in a format that you are
able to use.

Printing

Once you have the contents of an email displayed, you can print it to your default printer simply by
clicking on the print icon on the toolbar. If you want to be able to select the printer to which the email is
sent, you can click on File, then Print, or CTRL-P, then select the printer to use from the pop-up window.

Creating a Signature in Outlook
You can automatically include items such as: your name, phone number, fax number, title, etc., that will

automatically be added to the end of your emails.

Outlook 2007
At your Outlook main window, click Tools, then Options, then click on the Mail Format tab. Then click

the Signatures button in the bottom right area. Yo u ' | | see:

appl i
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Signatures and Stationery 2 x|

E-mail Signature | Personal Stationery |

Select signature to edit Choose defaulk signature
;I E-mail sccount: IMicrUsoFt Exchange LI

Mew messages: I(none) ;I

=l

Replies/Forwards: I(none)

L

Delete | Teww | Save | Rename |

Edit signature

[Caibrieody) — w [11 v | B 7 © [ awomaic  <]|[=

|';|Business Card |j =

=
Cancell
Click New. You’' |l see:
New Signature 2 x|
Type a name For this signature:
I
(] 4 I Cancel |
Type in your name and click OK. You' Il return to
displayedinthe’ Sel ect signature to edit’ pane. Type in
to include in the ‘“Edit signature’ pane. Click S

To apply your signature, click onthedrop-d own arrow to the right of New
signature. Do t he same for *‘ Replies/ forwards:"’ i f you wa
Options window.

Outlook 2003
At your Outlook main window, click Tools, then Options, then click on the Mail Format tab. Then click
the Signatures buttoninthebot t om r i ght ar ea. You'll see:



Create Signature

Click

New.

Create New Signature

Type

| Irkitled

v

F ! 1s5e Bhiis

in your

You' |

name

| sigmatire as & bemplate:

and

cl

c k

Next .

21
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Edit Signature - [Sumter EmailTesk] ﬂ

—Signature bexk

g This text will be included in outgoing mail messages;

Famk... | Paragraph, .. lear Advanced Edit. .. |

—viCard options

atkach this business card (wCard) to this signature:

I <Mone = j

Mew wCard From Contact., .. |

Einish I Cancel |

Type in your name and any other information you
Finish, then click OK. When you return to the Options window, you should see the following:
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opions 2/ x|

Preferences I Mail Setup  Mail Farmat |5pelling I Security I Other I Delegatesl

Message Format
_jj Choose a format For oukgaoing mail and change advanced setkings.

Compose in this message Format: (SR RIS

¥ Use Microsoft Office Word 2003 ko edit e-mail messages
[T Use Microsoft Office Word 2003 ko read Rich Text e-mail messages

Intermet Format., .. | International Optians. .. |

Stationery and Fonts

f Ise stationery to change wour defaulk Font and skyle, change colors,
A( +  and add backgrounds ko your messages,
T

Ilse this stationery by default: I*{Nl:lne:b j
Fonks. .. | Stationery: Ficket. . |
Signakures

h
,_{1 Select signatures for accounk; IMiu:ru:usu:uFt Exchange Server j
Signature For new messages: I{Nune}- j
Signature For replies and Forwards: I::Nu:une:b j
Signatures. .. |

Ik I Cancel | Gl |

Note toward the bottom of the window, in the Signatures area, you should select the name of the

signature that you just created in both the *“ Sign
and forwards:’', so that your signature will aut oma
or forward.
Contacts
To create a new Contact, click on Contacts in the

following:



Motes

Web page address:

IM address:

Phone numbers

Business... | '| I

Home... | '| I

Business Fax... | '| I

Mobile... | v| |

Addresses

Business... | = |

[~ This is the mailing
address

| » [0

<

|;_, Contacts - Microsoft Outlook - B2 X
{ Ele Edit View Go Tools Actions Help Type a question for help -
iEANew v B3 K G % -8R W | B | @ Searchaddressbocks v | @) o
= 7]
Contacts « || 83 Contacts |Search Contacts P~
2] All Contact Items v There are no items to show in this view. g2z
My Contacts N _ ab
Double-click here to create a new Contact. cd
|8=] Contacts
ef
Current View - gh
@ Business Cards ij
< Address Cards I
< Detailed Address Cards !
m
< Phone List
n
By Category =
¥ By Company q
<} By Location r
< Outlook Data Files s
t
Open Shared Contacts... uv
Share My Contacts folder... w
Add New Group X
Customize Current View... ¥
rere z
8= ™ —,
0 ftems £3 Online with Microsoft Exchange
On the toolbar, click New and the Contact form will open:
o) |H 9 e e e s Untitled - Contact - =X
i oo
| Contact | Insert Format Text (7]
3 % Save & New - |8 General| 3 Certificates BFS_] !” % 'ﬂ% @ Picture ~ %3] % [Eﬂ |
&Y Send - L Details B All Fields Eiii @ B2 Categorize = [ =
Save & . E-mail Meeting Call Business Spelling | Contact
Close & Delete 83 Activities - P Card ¥ FolowUp - &/ - Notes
Actions Show Communicate Optiens Proofing || OneMote ]
Full Name... | |
Company: I g
Job title: | }
File as: I ;I
Internet
Ll E-mail... | - |
Display as:
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form wi

Name
addr ess

I f you’'re using Outlook 2003, the Contact
different than shown above.
Type in the name of the c¢ont a otherinfanmatiohifeyou'desing | |
in the various boxes. Type i-maithe lkeoail
';;\._‘ =] . ¥ |5 USC Sumter EmailTest - Contact -8 X
> Insert Format Text (7]
ave ew 8- General| 44 Certificates a =] ( ad = tl| Picture - s 9
I Save &N QIG .l __JCrt.f t 'Sjﬂ Eﬁ] % (| = Dﬂpct | & {& |‘7:
&Y Send ~ EY) Details =] Al Fields = om Categorize ~ [ N
Save & . E-mail Meeting Call Business Spelling || Contact
Close X Delete 83 Activities - Card ¥ FollowUp - & - Motes
Actions Show Communicate Options Proofing || OneMote
Full Name... | IUSCSumterEmaiITest USC Sumter EmailTest
Company: I 6
Job title: | <« ‘
File as: IEmaiITest,r USC Sumter ;I
Internet
(LA E-mail.. | - Isumtnest@mallbox.sc.edul
|

Display as:
Web page address:
IM address:

Motes

Fhone numbers

Business...

| v &1

Home... | = I
Business Fax... | = I
Mobile... | -

Addresses

Business... =

[~ This is the mailing
address L
b

and Close’ i Retmeenbweppern fl g¢gfotu’ areeasomg

Click *"Save
I S €Tlee enttrnyeu mBdee \billbnowrbe ifyaur contacts list.

you'’ I not

You can also create a contact from within an email that you have received and opened. Right click on
the name (or email address) of the person from whom you received the email, then click Add to Outlook

Contacts. The contact form wil.l open with the em
and Cl ose’

You can change the way your contact information is displayed when you open the Contacts folder.

Simply click on one of the listed display layouts within the Current View pane. Try several and see which

one suits you best.

To create an email to a contact, right click on the contact name, then select Create from the drop-down

menu, or click on the contagt nameontlen clicok om

Distribution Lists

You can create distribution lists for your own use. Click on Contacts in the Navigation pane. Click on the

down arrow just to the ri ghdownf ntehneu,h’ INseanwi eoabtu kit DINS.t
and the form will open.



26

"_,'3'\-., = . ¥ |5 Untitled - Distribution List -8 Xx
Distribution List Insert Format Text 7]
o =1 | s =| = () ABC
W e | BE) g1 & G B RN R
Save 8 W pelete | |Members| Notes Select Add Remove Update E-mail Meeting Categorize Follow Private | Spelling
Close Members  New Now v Up -~ v
Actions Show Members Communicate Options Proofing
MName: I
3| Name E-mail |
There are no items to show in this view.
I n the name block, put in the name you want to us

Me mber s’ button Idn ytohué rRi bubsdamgbaOu.tl ookY200B| beic
able to choose names from either the Global Address List or any other contact list/address book that is
listed.

When you're finished, click ‘Save and Cl ose’ . Th
You can address an email to a distribution list simply by typing in the name you assigned to the

distribution list. When the email is sent, it will go to all the addresses that are included in the

distribution list.

Calendars
Click the Calendar icon in the Navigation pane. You will see a display similar to the following:



[~ Calendar - Microsoft Outlook
iEiIe Edit View Go Tools Actions Help
ENew - i@ X w g4 Today | @ Search address books v @

=

Type a question for help

x

Calendar « Day | Waek | Month

4 September2008 )
SM TW T F S
1234568

7 8 910 11 12 13

14 15[16 17 18 19 20

21 22 23 24 25 %6 27

(€) (3) September 16, 2008

16

October 2008
SM TW T F S g 0o
12 3 4

5 6 7 8 910 11 —_—
12 13 14 15 16 17 18 110%™
19 20 21 22 23 24 25
26 27 28 29 30 31 —_—

O] All Calendar Items -
My Calendars %
i Calendar —_—

Tuesday

Search Calendar P -

How to Share Calendars

~ 00 | Network Manager's meeting
CSD Cola
THOMPSON, I, BOB

Open a Shared Calendar...

Search Calendars Online

Share My Calendar...

Send a Calendar via E-mail...
Publish My Calendar...

o

Show tasks on: Due Date
Add New Group

Tasks

(2 e @ Ll 3@

Start Date

Due Date

Reminder Time ¥

1Item

£3 Online with Microsoft Exchange
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The first time you open the calendar, the Day view will be displayed in the Display pane. You can change

the view by clicking on the Day, Week, or Month tab at the top of the Display pane. Depending upon
what tab is selected, the Date Navigator calendar in the left pane will highlight the date(s) being

displayed in the Display pane.

The Date Navigator is the calendar in the upper left pane. It allows you to click on a particular date,

select a group of consecutive dates, and so forth for display in the display pane.

Clicking on the left or right arrows in the Date Navigator calendar pane next to the name of the current

month will change the current month back or forward. The Display pane will change as required.

Creating Appointments

Outlook lets you create an appointment for your own information as well as allowing you to invite

others to an appointment.

To create an appointment for yourself, click the Calendar icon in the Navigation pane, then click New on

the toolbar. You should see the following:
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o | . ¥ s Untitled - Appointment i
i -
—/’ Appointment Insert Format Text Lo

._i:l Calendar :_J) ,-\ 'Q E & ‘Gy / _*
4 5 =t Show As: Bus M
uﬁ_' gﬁ) X Delete = ﬁ e == 1] |§r'_‘7'
Save &  Invite Appeintment|Scheduling | 3 peminder 15 minutes . Recurrence  Time Categorize ) Spelling || Meeting
Close Attendees b Forward - Zones - - Motes
Actions Show Options [ || Proofing || OneMote

| This appointment occurs in the past. ‘

subject: |

Location: I ;I
Start time: |Tue 9/16/2008 j |8:00 Am LI [~ All day event
End time: [Tue 9/16/2008 | [az0am =
&
]

Those using Outlook 2003 will not have the Ribbon bar, so the display will differ slightly from that shown
above.

In the Subject field, type in a name for the appointment. In the Location field, type in the appropriate
information.

If necessary, select the date, then fill in the Start and End times. In the message block, put any other
information you think would be important. Then click Save and Close. This will return you to your
Calendar view. You should now see the appointment listed in the Calendar for the appropriate day.

Inviting others to an appointment

I n the Calendar vi ew, click on New. You' ||
information in the Subject and Location fields. To find out what day and time you may have available for
the meeting, click on the Scheduling button on the Ribbon bar. You should see the following:

see



'y All Attendees
&) THOMPSON,IIT, BOB

Click here to add a name  §

9:00 10:00

11:00

12:00 1:00
|__ﬁr ' | | | |

D) B9 U6+ v s Untitled - Appointment = x
(A nr
il
- Appointment Insert Format Text @
o] Calendar =" ~ I = ABG | (€ 4}
L o 3 Show As: Bus - = 7
W & S wl L ES | W usy C @ 88T vV i
Save &  Invite . Appointment |Scheduling|| 3 Reminder |15 minutes . Recurrence Time Categorize ' Spelling | Meeting
Close Attendees o Forward = Zones - = Notes
Actions Show Options 5 || Proofing || OneNote
Q [ro0% ~] Wednesday, September 17, 2008
1:00 12:00 1:00 2:00 3:00 4:00 8:00
[=]

1 [—T— ’
Agd Others _-| Options - | Start time: [ Tus 9/16/2008 SR
<< | Automicknest>> | gndtime: [Tueonerzons | [eooem -
] Busy [Z Tentative B Out of Office [N Mo Information

[" Outside of working hours

You can use the scroll bar at the bottom of the graphic display. As you can see above, there is a meeting

scheduled from 2:00pm to 4:00pm on the current day, but nothing is scheduled for the rest of the day,
or for the next day up through 2:00pm.

To invite others to attend the meeting, click Invite Attendees button on the Ribbon bar. Then click on
the Add Others button at the bottom of the display. Click on Add from Address Book in the pop-up
menu, then find and add the names from the Global Address List. You can make the appointment
required or optional by selecting the appropriate field at the bottom of the window. If their calendar
information is available in Exchange, their schedules will also appear in the row assigned to them.

29



r/t;@ H9 029 )+ Meeting - Meeting

Meeting Insert Format Text

—rr @ 2 || ABG || @4
ﬁ i EC)alendar ﬁ _;_f % 1 E Show As: [l Busy - O b Eg ;:J “.‘} |§}ﬁ:’;
elete 9,/ : =
Cancel Appointment |Scheduling| | Meeting 4 Reminder 15 minutes . Recurrence  Time Categorize Spelling | Meeting
Invitation tch Forward = Workspace &1~ Zones - - Notes
Actions Show Attendees Options T4 || Proofing || OneMNote
=1 Send | Q |1oo%;| ptember 16, 2008 Wednesday, September 17, 2008
:00 10:00 11:00 12:00 1:00 2:00 3:00 4:00 &:00 9:00 10:00 11:00 1
B, Al Attendees [ [ | [ N
& THOMPSON, 111, BOB
© COLLNS, SHELY T Y
© MCDANIEL, DAVID

A A A D U

Click here to add a name  §

4 m 4
Agdotners - | ogtions - | Starttime: | Tue 9/16/2005 | Jeoor <
<= | AutoPick Next >> | Endtime:  [Tue9/16/2008 = [sooem |

] Busy [ Tentative W Outof Office [~ NoInformation

[~ Outside of waorking hours

As you can see from the above display, Collins and McDaniel do not have any information to display in
their calendars. Once you have determined a time for the appointment, click on the Appointment
button again to return to the Appointment window. Once the information is typed into the message

area, you can click on Cancel Invitation, or click on Send. You will get a copy of the invitation and you
will be notified when each selected attendee responds.

Recurring Appointments

In the Calendar view, click on New to open the appointment window. Fill in the starting date and and

the start and end times for the appointment. Then click on the Recurrence button on the Ribbon bar.
You should see the following:
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Appointment Recurrence 2 x|

— appointment time

Start:  |3:30PM Ll
End: | 4:00 PM |
Dwration: |3EI minutes ;I

~Recurrence pattern

£ Daily Recur every |1 weekis) on;

© weeky | gynday [ Monday W Tuesday [ wednesday
© Monthly | [ Thursday [ Friday ™ saturday
" Yearly

—Range of recurrence
Stark: [Tue 9/16/2008 ~| * Mo end date

" End after: IlU OCCUFrEnces
C Endby: |Tue 11/18/2008 |

Ok I Zancel | Remove Recurrencel

The display for Outlook 2003 will differ slightly from that shown.

The start and end times are shown in the Appointment time area. Select the recurrence pattern. Then,
in the Range of recurrence area, the start date you selected should be shown. You can select No end
date, End after X occurrences, or End by (date). Once you have properly set up the recurrences, click
OK. You will be returned to the Appointment window. Then type in whatever information you want to
include in the message box.

When you are ready, either click on Save and Close (if it is for yourself) or Invite Attendees (if it includes
others) to send this to others as well. Add the attendees as was shown in the previous section.

Delegates
This was called Proxy in GroupWise. At the main Outlook window, click on Tools, then select Options.
When the Options window opens, click on the Delegates tab. You should see the following:
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2] x|

Preferences I Mail Setup I Mail Format I Spelling I Other Delegates I

Delegates

o Delegates can send items on your behalf, including creating and

a-d responding to meeking requests. IF wou want ko grant Falder
permissions without giving send-on-behalf-of permissions, close this
dialog box, right-click the Falder, click Change Sharing Permissions, and
then change the options on the Permissions tab,

4

Remove

EErmissions, ..

i

Properties, ..
Leliver meeting regquests addressed ko me and responses to meeting
reguests where I am bhe oroanizer bo;

% [y delegates only, but send a copy of mesting requests and
respomses ba me (recammended)

1y delegates only
£ [y delegates and me

(o] 4 I Cancel Fein]m

Click on the Add button. The Add Users window opens. Select the person to whom you want to
delegate access to your mailbox from the list, just as if you were addressing an email. Once the person
has been selected, click the Add button (or just double click on the name), then click OK. The following
screen will appear:
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Delegate Permissions: THOMPSI X|

— This delegate has the following permissions

i

o= = (s =T E ditor {can read, create, and modify items)

¥ Delegate receives copies of meeting-related messages sent ta me

Tasks IE::Iitu:ur (can read, create, and modify ikems) LI

Inbiox INu:une ;I

Zonkacks IN:::ne LI

Motes INu:une LI

Journal INDne - I

10| R R A

[ Automatically send a message ko delegate summarizing these permissions

| Deleqate can see my private ikems

K I Cancel

This window allows you to assign various permissions to the person you have selected as a delegate.
You can select the permissions for Calendar, Tasks, Inbox, Contacts, Notes, and Journal. Use the down
arrow to the right of each field to select the permissions for each selection.

You should make sure t

o place a check mark by *“ Au
these permissions?”. Thi s

wi || n ssigneédf Then tlidkek. del ega't

You will be returned to the Options window. Click on OK. The delegate you have selected will receive
an email.

Removing Delegates

I f you decide to remove a delegate’s acthess to yo
Options window opens, click on the Delegates tab. In the list of delegates, select the name of the

delegate you want to remove, then click Remove. The name will be removed from the list. Click OK.

Accessing a Delegator’s inbox
Onceyou havebeenass i gned per mi ssions as a delinbog, asfureing you c a
that permission was assigned. On the Outlook menu bar, click on File, then select Open. On the pop-up

menu, c¢click on Other User’'s F») deype iIin the Oplkag
username, or click Name and do a search through the Global Address Book. In the folder type, Inbox
should appear. Click OK. The contents of the de

Use the same proceduretoac cess t he del sdeaihgahotitedninoht fhldertypd. t e ms

Archives
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Archiving email allows you to keep emails indefinitely. However, it is important to understand that,
unlike a Groupwise archive, an Exchange archive IS NOT encrypted. That means that anyone who has
access to your computer can, with some effort, get access to your archive(s) and read them.

*EEXENOTE*****: the following simply creates an archive file for the Inbox. To archive a folder, click on
File, then click on Archi v e . You’' | | see the following:

/x|

" archive all folders according to their Autodrchive settings
% drchive this folder and all subfolders:

= 1‘::,& Mailbox - EMAILTEST, USCSUMTER -
i calendar
&4 Contacts
fal Deleted Items
L# Drafts [3]
L] Inbox
8 10urnal
3 unk E-mail
L@ Junk E-maill ;I

Archive items older than: ITue Q' 16)2005 ;I

V¥ Include items with "Do ot Autodrchive” checked:

archive file:

IC:'I,D::u:uments and SettingsiuseriLocal Settings\a&  Browse... |
(04 I Cancel I

Make sure that ‘Archive this folder and all subf o
‘“I'nclude items with “Do not Aut oArchive” checked’

Click OK. An archive folder will be created and emails in the Inbox that are older than the date entered
will be moved to the archive.

To have an Archive folder listed in the Navigation pane folder list, if it is not already listed, simply click
on File on the menu bar, then select Open. On the pop-up menu, click on Outlook Data File. In the
resulting pop-up window, select the archive file to list. Archive files are <name>.pst files. Once you
highlight the file you want listed, click OK. That archive will now be listed in your Navigation pane.

Exchange Email SPAM filtering

USC is using a SonicWall firewall email SPAM filtering system for mail coming into the USC system. Each
user has an account in the system.

When you open either Outlook or OWA , you may periodically see an email from the SonicWall system:



I Inbox - Microsoft Outlook
ifile Edit ¥iew Go Tools Actions Help

- =3 X

Type a guestion for help -

P aiNew - i 123 X | CaReply SdReplyto All (3 Forward | B3 W | & | S send/Receive - [ | Ll Search addressbocks < | @ B
Mail « |13 Inbox Search Inbox P~y
Favorite Folders 2 ||*22 11 |g| From Subject Received size  Categ.. |7 |~
[ Inbox i1 0 Bob Thempsan Fwd: Reorganization Meeting Wed 10/8/2008 11:4... 3 KE
[ Sent kems {21 © Bob Thompsan Fuwd: The LRPC Needs to Review All Campus Plans Wed 10/8/2008 1:35 ... 6 KB
T - 1|t & MayFran Smith Mini-Retreat Dinner for Directors/Coordinators Thu 10/9/2008 11:46... 7 KE
= 51§ ANDERSON, RITA Conf Call today at 1 - 803-777-9976 passcode 090208 Thu 10/9/2008 12:24... 73 KB
2] Al Mail Items e 4 0 Bob Thompsan Fwd: TSTM Class Support Mecting Mon 10/13/2008 5:1... 7 KB
=1 €4 Mailbox - THOMPSON,II, BOB - | MySpam Junk Summary Summary of junk emails blocked -1 Junk Emails Blocked Tue 10/14/2008 5:09 ... 3 KB
E @ Cabinet W (4 Mary Fran Smith Re: Server working group Thu 10/16/2008 8:29... 4 KB
3 Academic Council {21 © Bob Thompsan Fwd: Class Enrollments Fall 08 Thu 10/16/2008 4:32... 53 KB =
a3 AD i1 () Bob Thompson Fwd: Resignation of Staff Member Fri10/17/2008 11:43... 10 KB
3 Classes 21 © Bob Thompsan Fwd: Out of the office Fri10/17/2008 4:41 ... 11 KB
3 Computer Plans (51 I Bob Thompsan Fwd: Budget Issues Fri10/17/2008 5:48 ... 17 KB L
[3 5D Purchases b4
g ze‘: Summary of junk emails blocked - 1 Junk Emails Blocked
ateway i
(23 GroupWise (3) MySpam Junk Summary [bobt@mailbox.scedu]
3 IDCards Click here to download pictures, To help protect your privagy, Outiook prevented automatic download of some pictures in this message.
[ Labs =l sent: Tue10/14/2008 5:09 PM
3 Misc To: THOMPSON,III, BOB
[23 Network Info [
3 Outlook E Right-click here |
3 Personal to dowrload Junk Box Summary
pictures, To for bobt: ilbos du
3 Personnel help protect for bobt@mailbox.sc.edu
3 Phone Info
[ Security Concerns
[ Server Working Group Messages received by your organization in the past 24 hours
23 Snoopy 1106738 Junk
[ SoftwareInfo 158159 Good L
[ Training b
[ Transfers
3 uscsumter.edu
3 WAN Junk Emails Blocked: 1
3 Checklist The email listed below has been placed in your personal Junk Box since your last Junk Box Summary and will be deleted after 15 days.
5 Deleted Items (47)
3 Documents To receive any of these messages, click Unjunk. The message will be deliverad to your inbox.
(7] Drafts [3]
(3 Inbox | Email sent to: bobt@mailbox.sc.edu Visit Junk Box
HEE R E From Subject Threat -

18 Ttems

£3 Online with Microsoft Exchange

be

] Sent ltems

from MySpam Junk

=] ) 60D Inompson FWO; INE LKL NEEQS TO REVIEW All LampUs Fians

Mal Folders
2] M Mailltems

I &4 aibx- THOMPSONL BOB

! 5 MaryFran Smith
() () ANDERSOH, RITA
{3 () Bab Thompson

Mini-Retrezt Dinner for Diretors/Coordingtors
Con Call today at 1 - B03-777.9976 passcode 090208
Furd: TSTM Class Support Meeting

e

Summary

VB 7B AN L33 . b KE
Thu10//2005 11:46... TK3
Thul09/2008 124, T3 (B
Mon 10/13/2008 5:1.. TKB

and

i - MySpam Junk Summary Summary of junk emails blocked - 1 Junk Emails Blocked

Tue 10/14/2008 509, 9 KB

] Cabinet
1 Academic Counci
FRY)

(3 Mary Fran Smith
{3 () Bab Thompson
{3 () Bab Thompson

Re: Server working group
Fud: Class Enraliments Fall 08
Furd: Resignation of Staff Member

Thu10/16/2008 828, 4KB
Thu10/16/2008 432, 918
Fi10A7/2008 1143, 1048

t
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When you open the email, it will provide some information about junked emails:

Summary of junk emails blocked - 131 Junk Emails Blocked
MySpam Junk Summary [bobt@mailbox.sc.edu]

Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures
in this message.

Sent: Wed 9/17/2008 12:10 PM

To THOMPSOM,III, BOB

3

Messages received by your organization in the past 24 hours

90671 Junk ]
17546 Good ||

Junk Emails Blocked: 131

The emails listed below have been placed in your personal Junk Box since your last Junk Box Summary and
will be deleted after 15 days.

To receive any of these messages, click Unjunk. The message will be delivered to your inbox.

23 Online with Microsoft Exchange

As you can see, in this email, 131 emails to me were junked as SPAM.

lnaddition, if you scroll farther down, you’'ll see
system:

Summary of junk emails blocked - 131 Junk Emails Blocked
MySpam Junk Summary [bobt@mailbox.sc.edu]

Click here to download pictures, To help protect your privacy, Qutlook prevented automatic download of some pictures
in this message.

Sent: Wed 9/17/2008 12:10 PM
Ta THOMPSOM,III, BOB

FY
Email sent to: bobt@mailbox.sc.edu Visit Junk Box
=
From Subject Threat
. ) Returned mail: see transcript | .
Unjunk | View MAILER-DAEMOMN@sn00pY. USCEUM... for details Likely Spam
{SpamScore: 5558}
Unjunk | View nstephens@symplified.com Registered for Interop? Likely Spam
Make Most of ...
Unjunk | View  twonewblackberrycurves@mtwr... George get one for each ear  Likely Spam
. _— . . {SpamScore: ssss} George .
Unjunk | View letshearit@coldmerigold.net have an opinion Likely Spam
Unjunk | View update@kace.kbox.com Who are you today? Likely spam
b

Dedeenle 1 U e e e rrraSi e Fhrearrn T Webcast: High Performance

Lilemlir Com e

&3 Online with Microsoft Exchange
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you can view any junked email to see if it is something you need to get, or you can simply select Unjunk
to the left of the email if you know by the address that it is something you need to get. If you select to
Unjunk the email, you'll see a screen similar

A SonicWALL - Microsoft Internet Explorer = O] x|
Eile Edit “iew Favorites Tools Help E"

OE-al:k . O - @ @ {:j|p58arch “fj?Favurites @| @' Tlﬁ ”

Address &) https://myspam, mail.sc.edufjunkbox?action= j Go |Lirks ” &5 -
=

SONICWALL>

Allow Sender

Click the Yes button to add the sender bo ywour
Allowed List so thak wou will abways receive email
sent From that address, Click the Mo butkan
atherwise,

The message will be unjunked after vou dlick either
the es or the Mo button.

Kl

@ Darie I_I_I_I_E|. Internet

Read the message closely before you answer Yes or No.

Allow Sender

Click the Yes butkon to add the sender ko vour
Allowed List so that wou will always receive email
sent From that address, Click the Mo bukkon
atherwise,

The message will be unjunked after wou click either
the es or the Mo bukkon,

Either answer will unjunk the mail and put it in your email inbox. The only way to cancel the Unjunk is
to simply click on the X in the upper right corner and close the window.



You can also access the SonicWall system through the web at: myspam.mail.sc.edu through your
browser. For this document, Internet Explorer was used. Other browsers may display screens a bit
different from what is shown here. You may have to login to the system:

SONICWALL> | Email Security Login

Control Center Server mixl

ser Mame: I

Password: I

Diarnain: Ids LI
Login | Login Help

6.1.1,9685 Languaqe

Type in your username and password; make sure ds is in the Domain field, then click the Login button.
You should see a screen similar to the following:

38
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A SonicWALL - Junk Box - Microsoft Internet Explorer ) [=]jF
File Edit View Favorites Tools Help | l'.r'
= N I S = -
Qe - - 1x] [B) b Dsawen e @ 2v L 57| g1 B
Address Iéj htips: ffmyspam.mail. sc.edufjunkbox_user.hitm|
SONIGWALL> | Email Security
Help Lag aut
i
LI Junk Box Junk Box
» L@ Anti-Spam, Anti-Phishing
» ;_\ Settings Itemns in the Junk Box will be deleted after 15 days
» E,\ Reports & Monitoring Ta edit wour Junk Box settings, use Settings
Searchl inlSubJect;I
¥ shaw *Spam
¥ Shaw Likely Spam
¥ Show *Phishing
¥ shaw Likely Phishing
M Shiaw #inus
¥ Show Liksly Yirus
¥ show Palicy
¥ Show Other r—
Check All Uncheck All Delete Unjunik ‘ 1-25 of B0 Display 25 vl L
From Threat  Category Subject Date Time Received +
I~ a1debkerni@ah.com Spam {SpamScore: sssst morkgage 09/18/2008 12:00 PM
[~ genelsorr@bhssf.org Spanm {SpamScore: ssssthankrupbey loan 09/18/2008 11:59 4M
[ wantone@navalockopus.com Spam George check out the new Blackberry Curve 09/18/2003 11:51 AM
[ stevenbarrick@aqantasv...  Spam {SpamScore: sssst=7koid-r?BF79TLOMUINPEYOLFICD.. . 09/18/2003 11:45 AM
[ sasskwarrior@pacific-... Spanm {Spamocore: sss5t MOCKES, [oMan, PACCBINEM. 09/18/2008 11:38 AM
[~ MAILER-DAEMON@snoopy. ... Spam Postmaster notifv: see transcript for details 09/18/2008 11:36 &M
[ MAILER-DAEMON@snoopy. ... Spam Piostraster notify: see transcript for details 09/18/2008 11:34 AM
I kndie-pes14@Milupa.it Spam {SpamScare: sssstlow level of diseases 09/18/2008 11:24 AM
[~ fiber@mi.harte-hanks.com  Spam Learn how to connect and secure mobile workers . 09/18/2008 11:03 AM
™ daibihreadihsrt orn Snam iSnamSrare: szesl Foor lenders wank fo ball bo oo NAH&IPONA M-SR Ak j
‘El E & Internet 4

It is different from the screen you will see when you open the junk mail summary email you get from the
system. This screen will only display a limited number of emails (in this case only 25) at a time, but the
number is selectable and you can page through the displayed emails.

If you know from the information displayed that you want to unjunk an email, simply click on the box to
the left of the email. When you have selected all that you want to unjunk, click on the Unjunk button
and the selected emails will be sent to your email inbox.

To view a message, click on the Subject listing of the message. You will see something similar to the
following:



Message View

Unjunk Message

Subjectk: {SpamsScore: ssss} morbgage

From: "edsel octavian” <S1debkern@ah, com=
To: bobti@mailbox.sc,edu

Date Time Received: Thu Sep 18, 2008 12:09:06 PM GMT-04:00
Message Size: 2K

Threat: Spam

Category: Collab

Message conkent:

" Text content only

' Raw mode

Hi there,Great news! We thought that comwming up with an offer to ;I
reduce wWour payiment ohn yourhome was going to be o big challenge.
But in rewviewing vour current loan structure,ws can help you

shave as mwuch as 40% with a simple loan restructure. This is
bazsedon s fixed rate progrsonm that we hawe streasmlined to fund in
two weeks or less.VWisit www. ltrtent.comThere are no fees

associated with our progrsmwn. A Soon as you review and

finalizethe details, we can lock in your low rate and hegin
processing. Please see thedetails at the link below.VWisit

www. ltrtent . comKind Regards, Jennifer BarrieoLEL LI

|$E Daone

I_I_I_I_E|a Internet

N

or you may see

Y spalm.Ima

Message View

something similar to the following:
essage Viewe| i ] 54|

Unjunk Message
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Subject: George check out the new Blackberry Curve
From: "wiant one' <wantone@navalockopus, com =
To: bobk@rmailbo:x,sc.edu
Date Time Received: Thu Sep 18, 2008 11:51:02 AM GMT-0<4:00
Message Size: 4k
Threat: Spam
Category: Collab
Message contenk:
i+ Text content only ' Raw mode
MNo text content to display. Flease click the Raw Mode button to AI

wiew the =source.

=
|é_"| Done l_l_l_l_Ela Internet o

Some others may be differently from these. If you want, you can unjunk the message by clicking on the
Unjunk Message button.



In the upper left portion of the main page of the junk mail listing,

SonicWALL - Junk Box crosoft Internet Explorer [
File Edit Wiew Favorites Tools Help | 'y
-6 - ol @ “r i = ér| 3
GBa\:k > \ﬂ @ (ol | - Search ¢ Favorites {‘T == M ﬁ '-\‘i
Address |€] htips: /myspam. mail.sc.eduyjunkbox_user htrml j SJco |Links ™ |& ~
11 sunkox Junk Box
¥ @ Anti-Spam, Anti-Phishing
» -;\ Settings Items in the Junk Box wil be deleted after 15 days
» &,\ Reports & Monitaring To edit your Junk Box settings, use Settings
Sear(hl inISubJecl;I ﬂ
¥ Show *Spam
¥ Show Likely Spam
M show *Phishing
M shaow Likely Phishing
¥ show *irus
M shaw Likely Virus
M shaw Puolicy
I Show ther
Check Al Uncheck Al Delete Unjunk 125 of &8 Display | 26 vl Ll
From Threat  Cateqory Subject Date Time Received + +
[~ burke@brachot.com Sparn By ®ranTEnCKkHE YYeT M 3y AT 09/18(2008 01:57 PM
[ secwrity411@sophos.com Spam Register Today - \Webcast: Anatomy of a Web Attack 09152008 01:50 PM
[~ 7Sirmdma@iveice. com Sparm {SpamScore: ssssHoan company 0916/2008 01:30 PM
[~ amyezs@balkimore. com Sparm {SpamScore: ssss} KOMNSKTEl AOMOE ME keeHoro B,,, 0% 18/2006 01:20 PM
[~ 70%laurent jumy@wana...  Spam {Spam3oore; sssstrefinance onling 09/16/2008 01:20 PM
[~ accountingjobs@stryke. . Spam SRAINSEOre: 555 3ATANEHHN PY-HET Bauii 0%/18/2005 01:18 PM
TOBAREMA
[~ MAILER-DAEMCM@snaopy....Spam Postmaster notify: see transcript For details 0/18/2005 12:43 PM
[ havlikovaj@repy.mepre...  Spam {Spameore: ssss} Refinance your ARM today 09162008 12:42 PM j
‘EJ Done ‘ | ‘ ||2| |° Internet v

you have other options with which you can customize the filtering system to your particular needs.
Clicking on the down arrow by each of the headings will expand the menu:



2 SonicWALL - Junk Box - Microsoft Internet Explorer
File Edit Yiew Favorites Tools Help

GBack & |£| IEL| ;\J | /'.-\: Search ‘f;\?’ Favorites é-‘{

Address I@] https 1 ffrmysparm, mail sc.edu/junkbox_user html

= &l i

L

SONICWALL> | Email Security

:’I Junk Box Junk BOX

w | @ Anti-Spam, Anti-Phishing
Iterns in the Junk Box will be deleted after 15 days

People
Companics Ta edit your Junk Box settings, use Settings
Lists

Anti-Sparm Aggressivensss
Foreign Languages

- ‘.\ Settings
Spam Managernent
Delegate
Junk Box Sumrary

w &) Reports & Monitoring
Dashboard
Inbound Good vs Junk
Cutbound Good vs Junk

T e checkal || Uncheckail || pelete |[ urjunk

Clicking on People, for example, will bring up a listing of Allowed addresses:

> "y ik
‘] Ik o Anti-Spanm, Anti-Phishing |

w @ Anti-Spam, Anti-Phishing People

Peaple

C
ompanies 1-14 Display | 25 j'

Lists

Anti-Spam Aggressiveness Allowwed Elacked

Foreign Languages Add Delete Search I 5o

» ‘.\ Settings Sender's Email Address Address Source
» E’\ Reports & Moritaring I admin@madernthink, com Carporate
I™ adriana_seckar@dell.com
I™ chronicle@madernthink, com Carporate
[T coache@ase harvard.edu Carporate
I™ convergence-editor@gwm,.sc.edu Corporate
[T convergence-news@gwm.sc.edu Corporate
I™ itichard@mailbosx.sc.edu
I ncha-web@acha.org Corporate

I™ netreply@us. ibm, com

I™ nitification@studentvoice.com Corporate
™ odysseus@sc,rr, com

I™ spaceupdate@space. com

I™ surveys@madernthink, com Carporate
™ wpd_support_amer@dell.com

1-14 Display 25 =
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Any email address on this Allowed list will automatically be allowed through to your inbox.

As you can see, some of the email addresses have the check box greyed out. These are addresses that
have been added by the system administrators in Columbia and cannot be changed by the user.
Addresses that are not greyed out are those that you have, at some point in time, unjunked and added
to the allowed list. If you desire to remove one or more of the addresses that are not greyed out, simply
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place a check mark by the address(es) then click delete. If you want to add an address, simply click the
Add button then fill out the information in the pop-up window.

I f you c¢click on the Blocked tab, you’'l/ be

the system, there | i kel y higoren yducabaed sgedifigembill oc k e d

addresses that you want blocked. If an email from that address is received by the system, it will be
blocked from going into your inbox.

Clicking on Companies or Lists will bring up a similar screen with either Domains allowed/blocked or
email Lists that are allowed/blocked. A Domain is the information after the @ sign in an email address.
This is something that you want to be careful with. For example, if you get a lot of junk from
bobt@yahoo.com and you decide to add yahoo.com to the Domains blocked, you will no longer receive
any email from anyone with a yahoo.com address. Conversely, if you add yahoo.com to the Domains
allowed list, any email from anyone with a yahoo.com email address will be allowed into your inbox.

Under Anti-Spam Aggressiveness and Foreign Languages, you can use the default settings (Corporate
Default) or you can choose your own settings.

Under the Settings|Spam Management option, you can select to use the defaults or choose your own
settings.

The Settings | Delegate option allows the mailbox owner to give access to and control of the junk mail
and settings to someone else.

The Settings|Junk Box Summary option allows the mailbox owner to determine how often summary
emails of junked mail addresses to the owner is sent to that owner. Again, the owner can select to use
the defaults or choose their own settings.

t aken

add


mailto:bobt@yahoo.com

